
 

Smart Portal- Apply Online Step by Step Process 
                                           For Further Questions Contact 336-222-5110 

 

 

 

 

 

 

                  

 

 

 

                                                                                               

  

    

2) Proceed to Site. 

3) Click sign up to Create 

account. 

4) Fill out 

contact 

information 

and review.  

1)Go to the City of Burlington 

home page at 

www.burlingtonnc.gov and 

choose BURLINGTON SMART 

under SERVICES 

Or go directly to: 

https://ci-burlington-nc.smartgovcommunity.com/Public/Home 

http://www.burlingtonnc.gov/


Important: Before moving on, close browser and go to your email to 

verify your account. 

 

 

     

                                           

                                                       

 

рύ Dƻ ǘƻ άaȅ 

tƻǊǘŀƭέ. 

For Erosion Control 

Permits, Use the 

Engineering Drop Down 

Menu under Category. 

Erosion Control Permits 

are required for any land 

disturbance over 1 acre. 

Select Erosion Control Permit ς ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ ōƭǳŜ άƛέ ōǳǘǘƻƴ 

for help about this permit; otherwise click next at the bottom of 

the page. 

6) Click 

Apply 

Online.  



  

  

Enter the Parcel Address, it must 

be an address in the system.  

You can also enter by a Parcel # 

if that is known.  As you type the 

address it will pre-populate a 

parcel in the system, select the 

address as it is in the system. 

Then click Save and Continue 

You will get a Welcome box, to 

continue click Get Started.  Then you 

will complete the items required from 

the top of the page, moving down to 

the end. 



 

 

  

The purpose would be for grading. 

The Project name should be the development 

name or subdivision name. 

You will notice some items are checked Done and 

some Items are listed as Not Complete. 

**Please click on all the items as there 

may be additional items required for 

your particular permit** 

The fee is only estimated at this point and will 

update when your application is completed.  

The Erosion Control Permit Fee is based on the 

total disturbed acreage. 

Save and continue to scroll down the page to complete all items. 

Notice the Current Status 

ƛǎ άbh¢ {¦.aL¢¢95έΣ 

you cannot submit your 

application until all 

required Details and 

submittals are uploaded. 



 

  

This info is automatically generated, you can click 

+ADD CONTACT if there are additional points of 

contacts you want included on the permit. 

Erosion Control Permits may not be 

considered complete until the project has 

received TRC Approval.  Incomplete 

applications will not be reviewed.  Enter 

the TRC permit number in the first box.  

Select or type the appropriate answer for 

the remaining question.  All boxes with a 

red asterisk * require an answer to 

continue.  ¢ƘŜ 9ƴƎƛƴŜŜǊΩǎ 9ǎǘƛƳŀǘŜ 

should be the cost to stabilize the entire 

site (total disturbed acreage).  The City 

may require a bond for 125% of the 

9ƴƎƛƴŜŜǊΩǎ 9ǎǘƛƳŀǘŜ όǘƻ ōŜ ŎƻƴŦƛǊƳŜŘ ŀƴŘ 

approved by the City). Click SAVE 

For Erosion Control Permits, your Contractor must be licensed by the 

State, you can enter it here.  If you have not selected a contractor 

ȅŜǘ ŎƭƛŎƪ ǘƘŜ ōƻȄ ŦƻǊ ά²Ŝ ƘŀǾŜ ƴƻǘ ƘƛǊŜŘ ŀ ŎƻƴǘǊŀŎǘƻǊ ŦƻǊ ǘƘƛǎ ǇǊƻƧŜŎǘέ 

and that information can be entered prior to construction. 



 

  

For Permit Submittals, expand the box.  Items with the red asterisk * require that item(s) to be uploaded.  For 

Erosion Control Permits, the Erosion and Sediment Control Plan, the Erosion Control Checklist, the copy of the 

current deed, and the Financial Responsibility form are required.  You may click the name / blue link to access 

the webpage for the Checklist, Specifications, or Financial Responsibility form.  Click the Upload button to upload 

the plans to the portal.  A combined plan set is preferred but you can upload multiple files (sheets).  Though it 

will accept all file types, please ONLY upload PDF files.  After you upload the files, it will show the number of files 

where the Upload button was and show a date it was received.  You may click the File button again and upload 

additional files as long as the STATUS is PENDING.  Once the STATUS changes to IN REVIEW then the permit will 

be closed for additional files until the review is complete. 

You can upload a certificate of assumed name or additional engineering calculations if they apply to your project. 

You cannot change or add to the Permit Parcels, this is just what was selected when you started your application. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Permit Conditions are specific conditions that may be associated with your permit.  The default conditions 

will be initially attached but additional project specific conditions may be attached following plan review.  

Review all conditions associated with your permit once it is approved. 

The Permit Fees will be updated based on the disturbed acreage input.  The Permit Fee must be paid in full 

prior to the Application being deemed complete (and starting the 30 day statutory allowed review). 

The Permit Inspections is a place holder.  There are many inspections that will be performed over the 

construction but for Erosion Control Permits they are ongoing and continuous as opposed to a building permit 

where a contractor requests a specific inspection. 

The Permit Approval Steps shows what steps are required prior to issuing the permit and the status of that 

review. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After you have reviewed each item and uploaded any required plans, 

click the SUBMIT APPLICATION button on the bottom. 

If you leave this page or do not upload all the required Submittals 

your application will be saved but in an UNSUBMITTED state.  The 

City will not receive or review permits with an UNSUBMITTED status. 

After you submit your Permit a summary screen will appear.  This will show the Current Fee and have a PAY ONLINE 

button.  If you are paying by check, please deliver or mail that to David Bowman at the City of Burlington Engineering 

Department, 425 S. Lexington Ave, Burlington, NC 27215.  The Current Status will initially show as PENDING.  Once 

your permit has been accepted it will change Status to UNDER REVIEW.  Staff will verify items such as an approved 

TRC plan and appropriate files have been included.  Staff will reach out to you if further information is needed. 

Under Review indicates you have submitted the requested items.  This does not mean your permit is approved, only 

it is in review. 

It will change to Ready status when the permit is approved and the calculated fees are paid. 

Once all fees are paid staff will move to Issued status.  This is when work your permit is complete, be sure to check 

again under Permit Conditions as project specific conditions may have been added. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once your submittals are reviewed, they will be marked Approved or Insufficient Submittal(s).  For Insufficient 

Submittals, you will receive an email from norply@smartgovcommunity.com (you may need to check your email 

settings and your junk folder to allow emails from this address) with the subject line that says ά/L¢¸ hC 

BURLINGTON review of submitted file(s) for Permit [EROSION-22-permit number] has identified one or more action 

items that require your attention.  The body of the email will contain a link (VIEW) to take you to that permit, 

otherwise please log on to your account and go to that permit under My Portal on the home page.  From there 

select the View button on the right hand side to go to My Applications.  ̧ ƻǳ ŀƭǎƻ ƴŜŜŘ ǘƻ ƳŀƪŜ ǎǳǊŜ ǳƴŘŜǊ άaȅ 

!ŎŎƻǳƴǘέ ǿƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ ȅƻǳǊ ƴŀƳŜ ƻƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƻŦ ǘƘŜ ƘƻƳŜ ǎŎǊŜŜƴ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ŀƭƭ ǘƘŜ ŜƳŀƛƭ 

notifications turned on. 

Click on the corresponding application number to go to that application page. 


